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FATE CHANGES THE “KEYS” 
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MASTERING BRIEF FORMS 


It need not be a monotonous process. You can vary your 
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YOUR OFFICE VOCABULARY 


Don't just trust to luck—make a definite study of the 
terms peculiar to the business in which you are at work 
DR. THOMAS TAPPER 


Formerly Per-onnel and Educational Director. J i Penney Lo. 
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ART AND CREDENTIALS 
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STUDENTS’ 5-POINT PROGRAM 


Good notes make for ease in transcription, as well as 









rapid writing, so establish good writing habits early 
FLORENCE ELAINE ULRICH 
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November Test Material 





[All clabs of test papers should be accompanied by a typewritten list of mames to expedite 
checking an unsure accuracy in making out certificates. November copy is good as member- 
ship tests for O. A. T ( T.. and O. G. A. until receipt of the December, 1945, issue.] 


1. T. Test 


Junior O. 


VSTRUCTIONS: Type in poem torm the 
lowing material taken from the January 1920 
issuc The hev Keep margins even, and tvpe 
even, too. Head the poem in all caps, and write 
at t t age time taken ¢t ‘ vlete the task 


THE SHIRKER. He toils with one 
eye on the clock And notes the minutes 
swiftly fleeting, And so he always leads 
the flock That throngs the exit gate at 
quitting. He hates the starting whistle’s 
chime That sounds of work and calls him 
to it, And never labors overtime Unless 
he knows he’s paid to do it. 

Square dealing as a working plan Is 
so old-fashioned he would spurn it; His 
motto reads, “Get all you can, But give 
the least you must to earn it.” If he 
should chance to find a leak With profits 
daily wasting through it, He probably 
would scorn to speak, Because he isn’t 
paid to do it. 

He loafs along from day to day Con- 
tented with his low position, Since draw- 
ing down his meager pay Is quite the 
height of his ambition. The thing that 
might be termed his brain Has gone to 


seed, if he but knew it, For he avoids all 
mental strain, Because he isn’t paid to 
do it. 


Senior O. A. T. Test 


VSTRUCTIONS: (a) Type the following tab- 
ulations on one sheet of paper. (b) Type on 
another sheet the covering letter, supplying dat 


and indicating enclosure and identification initia + 
Rearrange in proper letter form. 


Minimum office standard: Satisfactory work 
on first writing, in 40 minutes. 
The Fox Publishing Company, 18 King 
Street, Chicago 16, Illinois. Gentlemen: 


From a brochure recently prepared 
by the Book Paper Manufacturers Associa 
tion, the following data are given concerning 
the use of book paper for a given year 
It is our belief that the same relative pro- 
portions apply for the current year as 
applied during the year October 1943 to 


September 1944, although less paper has 
been used. 
The second tabulation gives. the 


yearly total of paper and paperboard ton- 
nage for the same period. Will you please 
hand these tabulations to your production 
man for his information. Very truly yours, 


PAPER PRODUCTS BUREAU 


YEARLY BOOK PAPER TONNAGE* 


By End-Use Classification, October 1943 


Magazines 

Commercial Printing 
Business Papers 

Labels, Wraps & Posters 
Book Publishing 
Miscellaneous 

Total Book Paper 


“Source: Pulp Allocation 


September 1944 


Per Cent Per Cent of 

Tonnage of Paper Paper & Board 
628,831 40.1 3.629 
362,128 23.1 2.089 
208,505 13.2 1.204 
196,826 12.2 1.136 
150,611 10.0 0.869 
21,400 1.4 0.124 
1,568,301 100.0 9.051 

Office, Forest Products Bureau 


YEARLY TOTAL PAPER & PAPERBOARD TONNAGE* 


October 1943 


B 

A Excluding book 
Total All Paper 
Al 

T 


] P ape rbx« ard 
*“Source: 
Comments. (1) Only 


book publishing 2 
publishing 


10°; 


nd colleges 


September 1944 


Tons Per Cent 
1,568,301 9.0 
6,852,794 39.5 
8,421,095 48.5 
8,905,812 51.5 

17,326,907 100.0 


Pulp Allocation Office, Forest Products Bureau 


of total paper and only 86.9% of all paperboard is used in actual 
It is estimated that textbooks use about 20% of the paper used in book 
This means, then, that but 2% of the total book paper and .173' 
is used in making of the textbooks that implement the educational program of our schools 


of all paper 











Competent Typist Test 


Use double spacing in typing this test 


then 


id hes bw S$: 4 
the net words 


To find the gross number 
s for each error to get net x 


crite. divide evoss nun f 
ords written. Divide this by 10 to determine 
lhe number of strokes ts indicated ' 


Salehed of andles comin 

One of the faults of which we Americans are fre- 
quently accused is that of being part-time citizens. It 
is said that only periodically, in the months and weeks 
immediately preceding an election, do any large num- 
ber of our citizens manifest an active interest in our 
government and in the views and opinions of those 
who direct its operation, supposedly in conformity 
with our wishes. 

Here are some of the more specific charges brought 
against us, and especially against those of us who, by 
reason of the educational advantages we have had and 
the vocational opportunities we enjoy, are expected to 
assume leadership in our democracy. Charles Edison 
states that in this country we have a strange cult of 
indifference to politics. By contrast, the English have 
a tradition that no man or woman is too good or too 
busy for public service. In support of his criticism 
of his fellow citizens, Edison goes on to say that many 
an American man or woman who is at home in the 
higher branches of mathematics does not know what 
a county committeeman is, or how he is chosen. Many 
a citizen who knows a great deal about world litera- 
ture cannot tell you whether he is represented by one 
state senator or by ten. Many college graduates are 
ignorant even of the names of their congressmen. In 
summary, Edison ventures the prediction that a sur- 
vey of the political knowledge of all our best-educated 
people would expose dark depths of ignorance. 

Glenn Frank, who was for a number of years editor 
of Century Magazine, and later became president of 
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per minute 
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Strokes 
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Srrokes 
the University of Wisconsin, gives similar testimony 15? 
against us. He says that a distressingly large number 1647 
of our college graduates never concern themselves 1697 


“ct fen 
ninute, 


gross with political matters even in their own communities; 175! 
sail that six months after graduation they vote the = 17% 

7 straight ticket of the parties to which their fathers 1852 

104 belonged, and continue to do so for the rest of their _—1% 
lives. Comparatively few of them ever take an active 1960 
part in politics or seek public office. There is no need 28 
“0 to multiply these indictments, or to go into details in 2074 
regard to the complaints lodged against us. Every = 2125 
once in a while our popular magazines break out ina 278 
$85 rash of articles dealing with the part played in public = 2255 
43¢ affairs, particularly by the average woman since she 228: 
491 has had the right to vote. More often than not these = 234! 
oH articles bristle with negative and disparaging adjec- 239 
599 tives. 
If “government of the people, for the people, and 245! 
08 by the people” is to be an actuality instead of an aspi- —. 2506 
02 ration only, it seems clear that a majority and not 2558 
Bi just a few of us should be full-time, active citizens. 2013 
Sot This means that we should understand how our gov- 266 
a ernment works, should help to choose public officials 2715 
71 who merit our trust and respect, and should stand 2765 
v2] ready to take public office ourselves if our services are = 2823 
4 needed. Whenever we loudly complain about the ad- 2872 
123 ministration in power, our political parties, and our = 2% 
politicians, aren’t we convicting ourselves of inef- 2979 
se ciency and neglect? During a presidential campaign, 336 
“85 the air is filled with such complaints, so would it not be _309! 
a good time now to look for the beam in ourowneyeand 314’ 
i. consider to what extent we ourselves are responsible for 3204 
38 the conditions that arouse our indignation? -From 3247 
88 ‘‘Are We Part-Time Citizens?’’ in The Independent 


39 Woman. 





Repeat from the becinaing wntil end of the tou-minute test period.] 
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Typist Practical Speed Test 


First determine your best speed on the Competent Typist Test (page 138). Then try this 
test for comparison, and see how closely you can approximate your rate on this 


month's C.T. Test. 





Strokes 

When this country embarked upon the 7th of its series of great war 67 
loans, though the goal of $14,000,000,000 was the same as that of the 6th 141 
War Loan and below the $21,600,000,000 actually raised in that loan, it 213 
presented in some respects a still greater challenge. In the first place, 288 
the quota for individual subscriptions was raised from $5 to $7 billion; 361 
secondly, there was a need for extra effort to offset possible psychological 438 
let-down following the victory in Europe. Thirdly, the terms and condi- 509 
tions of the offerings tended to confine the buying to real investors. 581 

In order to confine the loan more closely to genuine investment money, 652 
banks were requested not to finance speculative subscriptions. 716 

Offsetting the rise in the individual quota to $7 billion, the corporate 789 
and institutional quota was lowered from $9 billion to $7 billion. Also, R63 
since the new 514-year 114% bond was not available to corporate and in- 931 
stitutional subscribers, there was no comparable replacement for such 1001 
investors. There were no open-market issues between the l-year 74% 1070 
certificates and the 14-17 year 214% bonds. 1114 

While we are on government figures, the Department of Agriculture for 1180 
the year ended August 1, 1944, estimated that people in Liberated Europe 1257 
had available food equal to 2,100 to 2,250 calories currently, while Germany 1334 
and Central Europe had about 2,500 calories per person. These figures 1405 
compare with the desirable daily standard of 2,700 calories and the 3,000 1479 
calories available daily to consumers in the United States.— ted 1538 
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Graded Letters 


\. E. KLEIN 
For Lse with Chapter Seven of the Manual 
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